With the Self Serve feature in People Soft it is easy to review and update your life
insurance beneficiary. To get there you simply type in: https://my.Maricopa.gov from
either your work-station or home computer on the address line of your computer.

The PeopleSoft home page appears.
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You can now enter your login id and password here. Generally, your login id
(followed by @domain name) and password are the same one you use to logon
to your computer each day. If you don't remember your login id or password,
please contact your PC/LAN help desk and they can assist you. If you don’t
know whom to contact, call the Customer Support Center at 602-506-4357.

Click on the yellow “sign in” button (just below your login).



You will see a menu on the left side of the screen.
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Click on “PeopleSoft”, The menu will expand and now you can see and should
click on “Human Resources 8.8”. This opens a new page. Go back and close
this first page by clicking on the “X” in the right-hand top corner. If you don’t close
this screen, you will be timed out in 20 minutes.



Now click on “Employee Self Service”
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Your menu should now look like this:
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Click on Benefits.
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Click on Insurance Summary.
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On the Insurance Summary page, click on one of the “Benefit links” (for example
Basic Life and ADD).
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On the resulting page, under the Covered Beneficiaries section, click the Edit
button.

On the next page, Change Current Beneficiaries and Allocations, you can enter
new allocation percents and/or click the “Add a New Beneficiary button”.

Clicking the “Add a New Beneficiary” button takes you to a page with fields to
add data for a new beneficiary and has a Save button at the bottom.

The person(s) named as primary beneficiaries will receive the life insurance
benefit that you designated upon your death. You can have one or more primary
beneficiaries but your percent allocations must total 100

The secondary beneficiary would only receive a benefit in the event that the
person(s) you designated as a primary beneficiary passes away prior to your
death. You may list any number of secondary beneficiaries but the percent
allocation must total 100%.

Current Maricopa County policy mandates that you leave a minimum of 50% of
your life insurance benefit to your legal spouse. Your spouse may waive their
right to this benefit by completing the Beneficiary Designation form which
contains a spousal waiver. This form must be completed and delivered to
Employee Health Initiatives prior to updating your beneficiary designation. See
Web site addresses below:

For intranet users the link is: http://ebc.maricopa.gov/ehi/
For internet users the link is: www.maricopa.gov/benefits

v' Select the menu item: Forms
v' Select Unum
v Select Beneficiary Designation Form

Taking the time to keep your life insurance beneficiary information current will
give you peace of mind.



